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ASSESSMENT FOR BSBWHS506

	Student name
	Mary Anne Kruzycki

	Date of assessment submission
	1/04/2019


	Trainer/Assessor’s name
	Melissa Dobbs

	Date of assessment marking
	Click here to enter a date.
	Outcome for unit
	☐ Competent
☐ Not Yet Competent




TASK INSTRUCTIONS

· The assessment for this unit of competency consists of the following:
· A series of activities: Some of these activities will require you to provide a response within this document, others will require you to gather evidence to demonstrate your knowledge and skills (overview below)
· Quiz: You will be required to complete a series of questions to demonstrate your knowledge and skills. 
· Practical task: You will be required to have an observer attest to your knowledge and skills and sign a report to this effect.
· At times, you will be provided with a specific business context to which you must respond, otherwise it is anticipated that you will use a workplace of your choosing (your own, or hypothetical) to provide the context to the task.
· At all times, the responses in your assessment must reference Australian (Queensland or Federal) documentation, including legislation, regulations, codes of practice, standards and guidance publications. 

	ACTIVITY OVERVIEW
	REQUIRED FOR SUBMISSION

	· Documents supporting policy/WHSMS
	1. Workbook response (below)

	· Policy/WHSMS planning and implementation
	1. Workbook response (below)

	· Evaluating WHS performance 
	2. Workbook response (below)

	· Review and improve WHSMS
	3. Workbook response (below)





ACTIVITIES

For the following activities, you will assume the role of a workgroup supervisor in a workplace of your choosing (see example organisational chart below).



Name a workplace and workgroup that you are (or hypothetically are) the supervisor for: 

	Name of workplace
	TLCC Construction Site

	Workgroup
	Landscapers




	(a) 

	There are various legislative documents, standards and guidance documents to assist with the development of a WHS policy and associated WHSMS. 

Summarise what the following documents address with respect to a WHSMS (i.e. requirements of duty holders, consultation requirements, and the form/content/purpose/ function of a WHSMS):
· Work Health and Safety Act 2011 (Qld)
· Work Health and Safety Regulations 2011 (Qld) 
· Australian Standard AS/NZS 4801:2001 
· Australian Standard AS/NZS 4804:2001 
· Standards Australia publication HB 211-2001 
· A code of practice relevant to your chosen workplace
· An example of guidance material from the regulator (e.g. WHSMS tools)




	
	Summary of contents

	· Work Health and Safety Act 2011 (Qld)
	WHSMS
In Schedule 3, the Act refers to Regulation-making powers with relation to matters relating to hazards and risks, including Safety Management plans and safety management systems.  It indicates that the principle must regard that workers and other persons should be given the highest level of protection from harm to their health, safety and welfare form hazards and risks arising from work, plant or substances and as is reasonably practicable.

In providing a framework to secure the Work Health and Safety of workers, consideration for the following must be given:

Division 2 Object, Schedule 3 – the Act describes the main object being to provide for a balanced and nationally consistent framework to secure the health and safety of workers and workplaces.  
It goes on to describe how, including:
(a) Protecting workers and others from harm to health and safety and welfare by eliminating or minimizing risks that may arise via work, plant or substances;
(b) Providing workplace representation, consultation, cooperation and issue resolution work health and safety (WHS);
(c) Encouraging unions and employer organisations towards promoting and assisting with improvements in WHS practices;
(d) Promoting provision of advice, information, education and training re WHS;
(e) Compliance with the Act via effective and appropriate compliance and enforcement measures;
(f) Ensuring suitable scrutiny and review of actions by persons exercising posers and performing functions under the Act;
(g) Providing framework for continuous improvement and progressively higher standards of WHS; and
(h) Maintain and strengthen national harmonization of laws re WHS and facilitate a consistent National approach to WHS in Qld.

Duties
Duties covered in the Act, would need to be considered and applied, as relevant to the business or undertaking, in the PCBU’s WHSMS.

Division 2 Primary Duty of Care (Schedule 19) describes that a PCBU (person conducting a business or undertaking) must ensure, so far as is reasonable practicable:
· The health and safety of workers engaged by and those whose activities in carrying out the work are influenced or directed by the PCBU, whilst at work in the business or undertaking;
· That the health and safety of others is not put at risk re works carried out as part of the conduct of the business or undertaking;

Also, PCBU must ensure so far as is reasonably practicable:
· Provision and maintenance:
· Of work environment – health and safety risk free;
· Safe plant and structures; and
· Safe systems of work;
· Safe use, handling and storage of plant, structures and substances;
· Provision of adequate facilities for welfare of workers, including access to those facilities;
· Provision of training, information, instruction or supervision, necessary to protect all persons from risks to their health and safety from work carried out as part of the conduct of the business or undertaking;

Additionally, where a worker occupies accommodation owned or under management or control of PCBU, or where occupancy is required for the purposes of the worker’s engagement due to other accommodation not being reasonably available – PCBU must, so far as is reasonably  practicable, maintain the premises so the worker is not exposed to risks to health and safety.

This Division also states that a self-employed person must ensure, so far as is reasonably practicable, their own health and safety while at work and is also a PCBU in relation to this section.

Division 3 – Covers Further duties of PCBUs, as follows (some in brief):
· Schedule 20: 
· PCBU does not include occupier of residence, unless residence is occupied as part of conduct of the business; nor a prescribed person.   
· Person with management or control of a workplace to ensure, so far as is reasonably practicable, that workplace, entrances, egresses and anything arising from the workplace are without risks to any person’s health and safety.
· Schedule 21:
· Persons with management or control of fixtures, fittings or plant at a workplace, in whole or part:
· Does not include occupier of residence, unless residence is occupied as part of conduct of the business; nor a prescribed person; and
· Must ensure, so far as is reasonably practicable, that fixtures, fitting and plant are without risks to health and safety of any person.
· Schedule 22:  Applies to duties of PCBUs that design plant, substances or structures and that they must ensure, as far as is reasonably practicable:
· That they are designed without risks to the health and safety of persons that use or are exposed to them; and
· They carry out or arrange for carrying out and providing adequate information regarding analysis, testing, calculation or examination necessary for performance regarding the safety of persons that use or are exposed to them.
· Schedule 23:  Applies to duties of PCBUs that manufacture plant, substances or structures to be used at workplaces and that the PCBU must ensure, so far as is reasonably practicable:
· That the plant, substance or structure is manufactured to be without risks to the health and safety of persons (and anyone in the vicinity that may be exposed) who use, handle, store, construct, assemble, dismantle, decommission, demolish or dispose of the item for a purpose for which it was designed.
· They carry out or arrange for carrying out and providing adequate information regarding analysis, testing, calculation or examination necessary for performance regarding the safety of persons that use or are exposed to them.
· Schedule 24:  Applies to PCBUs that import plant, substances or structures and they must ensure, so far as is reasonably practicable:
· That the plant, substance or structure is without risks to the health and safety of persons who use, handle, store, construct, carry out any workplace activity or may be exposed to the items for which they were designed or manufactured;
· Must carry out or ensure carrying out of any calculations, analysis, testing or examination required for performance of the items; and
· Must provide adequate information re purpose of, testing results, conditions to ensure items are without risk to health and safety when used for its nominated purpose/s.
· Schedule 25:  covers duties of PCBUs that supply plant, substances or structures and covers respective aspects as per Schedule 24.
· Schedule 26: covers duties of PCBUs that install, construct or commission plant or structures and covers respective aspects as per Schedule 24 and additionally to comply with, or provide standards higher than any Ministerial approved Codes of Practice.

Division 4 Duties of officers, workers and other persons

· Schedule 27 Duty of Officers – That they must exercise due diligence to ensure the PCBU complies with duties or obligations, including taking reasonable steps:
· To acquire and keep up-to-date knowledge of work health and safety matters;
· Gain understanding of the nature of PCBU’s operations and associated hazards and risks;
· To ensure PCBU has appropriate resources and processes to eliminate or minimize risks to health and safety from work carried out as part of the conduct of the business or undertaking;
· To ensure PCBU has and implements, appropriate processes for compliance with any duty or obligation of the PCBU under the Act; and
· To verify provision and use of resources and processes mentioned.
· Schedule 28 Duties of Workers – While at work they must:
· Take reasonable care for their own health and safety;
· Take reasonable care that their acts or omissions don’t adversely affect health and safety of others;
· Comply as reasonably able, with any reasonable instruction given by PCBU to allow them to comply with the Act; and
· Co-operate with any reasonable policy or procedure of PCBU re health or safety at the workplace, that has been notified to workers.
· Schedule 29 Duties of other persons at the workplace further explains that any person at a workplace has a duty to:
· Take reasonable care for their own health and safety;
· Take reasonable care that their acts or omissions don’t adversely affect health and safety of other persons; and
· Comply, so far as is reasonably able, with any reasonable instruction given by the PCBU to allow the PCBU to compliance with the Act.

Consultation, representation and participation

Part 5 of the Act deals with Consultation, representation and participation.

Division 1 describes duties to consult with other duty holders where more than 1 person has a duty re the same matter and that each person with the duty must, so far as is reasonably practicable, consult, cooperate and coordinate activities with all other duty holders regarding the same matter.

Division 2 describes duty to consult with workers, where:
· PCBU must, so far as is reasonably practicable, consult, as per this division of the Act and any regulations, with workers carrying out work for the business or undertaking and who may be affected by a matter regarding health or safety;
· If PCBU and workers have agreed procedures for consultation, that the consultation must be in accordance with those procedures;
· The agreed procedures must be consistent with section 48 which addresses the Nature of consultation, including requirement of:
· Relevant information is shared with workers;
· Workers be given reasonable opportunity to express their views; to raise relevant WHS issues; and to contribute to decision-making processes relevant to WHS;
· The workers’ views are considered by PCBU; 
· Consulted workers are advised of the outcome of the consultation in a timely way; and
· Where workers are represented by a health and safety representative, the consultation includes that representative.
· Section 29 covers when consultation is required and describes the health and safety matters it relates to, including:
· When identifying hazards and assessing risks to health and safety arising from works carried out by the business or undertaking;
· In decision-making process about ways to eliminate or minimize those risks;
· When making decisions about adequacy of facilities for welfare of workers;
· When proposing changes that may affect health or safety of workers;
· When making decisions re procedures for consultation with workers; resolving WHS issues at the workplace; monitoring health of workers; monitoring workplace conditions under management by PCBU; or providing information and training for workers;
· When carrying out other activity prescribed under regulation for this section. 

Form, content, purpose and function of WMS

The WMS purpose and function is to manage the WHS risks relating to the business and undertakings of a PCBU with regard to all its workers and others; whose health, safety and welfare may be affected by the works and/or undertakings of the PCBU.

The content of the WMS would need to meet the purpose and function described above and its form would need to be so as all stakeholders can understand it and that it meets with the requirements of the WHS Act.

Specifically, the Act includes the following requirements:
· Schedule 19 (c )  - PCBU must ensure, so far as is reasonably practicable, the provision and maintenance of safe systems of work.


	· Work Health and Safety Regulations 2011 (Qld)
	Duty Holder Requirements:
· Principal Contractor (PC) for a construction project must
· Prepare a written WHS management plan for the workplace before works on project commence;
· Ensure, so far as is reasonably practicable, that each person who is to carry out construction work re the project, prior to works commencing, is made aware of the content of the WHS management plan for the workplace and re the person’s right to inspect the WHS management plan;
· Review and as necessary, revise the WHS management plan to ensure it remains current;
· Ensure, so far as is reasonably practicable, that each person carrying out construction work re the project is made aware of any revision to the WHS management plan; and
· Ensure a copy of WHS management plan for the project is kept until the relative project is completed and where a notifiable incident occurs re the project, the WHS management plan must be kept for at least 2 years after the incident occurs.

· The person (responsible person nominated by PCBU) must ensure that for the period for which the WHS management plan must be kept, that a copy is available for inspection under the Act.
· PCBU must ensure that a written plan is prepared where asbestos or ACM is identified at a workplace or is likely to be present at a workplace from time to time.  Also that it is maintained and current.
· Regulator must be satisfied that re class A asbestos removal licence, the applicant has a certified safety management system in place.

Consultation requirements:
· Part 3.2 General Workplace Management – Division 1 – refers to Provision of information, training and instruction for PCBUs to ensure that information, training and instruction provided to workers is suitable and adequate to the nature of the work carried out, nature of risks associated with work and control measures implemented; and as far as reasonably practicable, the information, training and instruction is provided in a way that is readily understandable by any person to whom it is provided.
· WHS management plan must include the arrangements in place, between any persons conduction a business or undertaking at the workplace where the construction project is being undertaken, for consultation, cooperation and the coordination of activities in relation to compliance with their duties under the Act and this regulation.
· PC for a construction project must ensure, so far as reasonably practicable, that each person who is to carry out construction work re the project is, prior to commencing work, made aware of the content of the WHS management plan for the workplace and the person’s right to inspect it.

Form Content/purpose/function:
· WHS management plan means the initial plan and all revised versions of the plan and re a construction project, means a management plan prepared or revised under part 6.4 of the regulations.
· Regulator may make a determination for the purposes of the definition of certified safety management system.
· WHS management plan must include:
(b) Names, positions and Health  & Safety responsibilities of all persons at the workplace whose positions or roles involve specific health and safety responsibilities in connection with the project;
(c) Arrangements in place, between any persons conduction a business or undertaking at the workplace where the construction project is being undertaken, for consultation, cooperation and the coordination of activities re compliance with their duties under the WHS Act and  Regs;
(d) Arrangements in place for managing any WHS incidents that occur;
(e) Any site-specific H&S rules, arrangements for ensuring all persons at the workplace are informed of these rules;
(f) Arrangements for collection and any assessment, monitoring and review of safe work method statements at the workplace.
· WHS management plan contains arrangements for cooperation between PCBU at the project workplace including re preparation of SWMS.
· Asbestos management plan must include: 
· Information relating to identification of ACM; 
· Decisions and reasons for decisions about ACM management at the workplace; 
· Procedures for detailing incidents or emergencies involving ACM at the workplace; and
· Workers carrying out work involving ACM including consultation, responsibilities, information and training.


	· AS/NZS 4801:2001
	Requirements of duty holders
· The success of an OHSMS depends on commitment from all levels and functions within an organization, especially senior management.
· Management shall identify and provide the resources required to implement, maintain and improve their OHSMS, including human resources, specialized skills, technology and financial resources.
· The Organization shall define, document and communicate the areas of accountability and responsibility of all personnel involved in the OHSMS’s operation.
· The Organization shall establish, implement and maintain 
· information in a suitable medium to describe the core elements of the MS and to reference resources; and
· Procedures for controlling all related documents and data required by the Standard so current documents can be readily accessed, reviewed and revised.
· Training shall be carried out by persons with appropriate knowledge, skills and experience in OHS and training.

Consultation requirements:

· The organization shall have procedures for ensuring that relative OHS information is communicated to and from employees and other interested parties.
· There shall be documented procedures, agreed to by employees, for employee involvement and consultation in OHS issues.  
· Employees shall be consulted where there are any changes that affect workplace OHS.
· The organization shall communicate relevant information on legal and other requirements to its employees.
· Organization’s top management shall appoint a specific management representative who, irrespective of other responsibilities, shall have defined roles, responsibilities and authority for ensuring the OHSMS requirements are established, implemented and maintained in accordance with this Standard and reporting on the performance of the OHSMS to top management for Management review purposes.
· Organization, in consultation with employees, shall identify training needs. Procedures shall be developed for providing OHS training as appropriate to the identified needs. 
· Employees shall be involved in the development, implementation and review of policies and procedures for hazard identification, hazard/risk assessment and control of hazard/risks; select representatives and be informed who the representative/s are.  The representatives will receive appropriate training to effectively undertake their involvement in the development, implementation and review of OHS arrangements.

Form/content/purpose/ function of a WHSMS):
· An effective OHSMS needs to reflect the organization’s OHS issues.
· The basis of approach for OHSMS is:
4. OHS Policy – Appropriate to organization’s nature and scale of risks; include commitment of compliance to relevant OHS legislation and other requirements; include commitment to establish measurable objectives and targets to ensure continued improvement aimed at elimination of work-related injury and illness; be documented, implemented, maintained and communicated to all employees; be available to interested parties; and be reviewed periodically to ensure relevance and appropriateness to the organization.
5. Planning – ID of hazards, risk assessment and control of hazards/risks  for activities, products and services over which the organization has control or influence; and including methodology and procedures.
The organization shall establish and maintain management plans for achieving its objectives and targets, including:  designation of responsibility and outlining the means and timeframe for achieving objectives and targets.
6. Implementation – Organization shall establish, implement and maintain procedures to identify and access all legal and other requirements directly related to its activities, products or services, including relevant relationships with contractors or suppliers.  Information will be kept current and relative and shall be communicated to its employees.  To include Emergency preparedness and response.
7. Measurement and evaluation – The organization shall establish, implement and maintain:
· Documented OHS objectives and targets to measure compliance with relevant OHS legislation; to investigate incidents; and to identify and apply corrective and preventative actions;
· Procedures  for ID, maintenance and disposition of OHS records;
· An Audit program and procedures for periodic OHSMS audits to be carried out by a competent person.

8. Management review – to review relative reports and requirements as a basis for improvement of the OHSMS; and to ensure OHSMS continuing suitability, adequacy and effectiveness. 
9. Continuous Improvement - Procedures to be established to ensure current plans are reviewed and amended as required to address changes at regular and planned intervals, consideration of views of interested parties and when there are changes to the activities, products or services or in operating conditions.

· An effective OHSMS can assist an organization to:
· Set out OHS policy and objectives;
· Establish, assess and review the effectiveness of procedures that give effect to OHS policy and objectives;
· Achieve conformance with organizational OHS policy and objectives; and
· Demonstrate that conformance to others.
· The standard specifies requirements for an occupational health and safety management system to enable an organisation to formulate a policy and objectives, considering legislative requirements and information about hazards or risks over which the organization may exert control and over which it can be expected to have an influence.
· Organizations use an OHSMS for many reasons, including:
· Legal imperatives’
· Ethical concerns
· Industrial relations considerations
· To improve financial performance
· To reduce workplace illness and injury
· Minimizing costs associated with workplace accidents
· To demonstrate they are systematically controlling the risks to all persons affected by the organization’s activities, products or services - internally and externally


	· AS/NZS 4804:2001
	On Content & Purpose
This standard provides guidance on the development and implementation of occupational health and safety management systems (OHSMS) and principles and their integration with other management systems.

It states that an OHSMS should primarily lead to a reduction of workplace illness and injury, minimizing the costs associated with workplace accidents and to demonstrate that they are systematically controlling the risks to all persons affected by the organisation’s activities, products or services.

The OHS Management System Model the Standard offers, consists of the following components towards continual improvement:
1. OHS Policy 
2. Planning
3. Implementation
4. Measurement and evaluation
5. Management review.

It says that in order to be effective and to contribute to ongoing improvements in OHS performance, that independent audits need to be conducted by competent persons.

Information supplied on this standard is limited as I could not access the full standard for free.  My answer is based on the introduction to the standard that I was able to download.



	· HB 211-2001
	On Content and Purpose:

The standard cover indicates that it is a guide to AS 4801 for small business and goes on to explain that its intent is to provide examples in simple terms as to how requirements can be achieved for small businesses and aims to assist with:
· Current system development or modification
· How to run your OHSMS 
· Comparing your OHSMS to AS 4801
· Making changes to your OHSMS that are necessary.

The introduction suggests that the steps in the standard form part of a continuous improvement spiral and that it narrows down the amount of necessary reading for small businesses that don’t have the time to spend on reading unnecessary items.

The Table of Contents Covers all the main criteria of a WHS Management Plan, from General Requirements, OHS Policy, risk management, training and consultation through to Auditing and review.

On Duty holders and Consultation:
The introduction explains about the people a small business would need to involve, including:
· Helpful outside organisations; and
· Your employees.

It claims that they need to be involved to make the system work and they know what the safety issues have been and can help towards prevention in the future.

Information obtained on this standard is limited as I could not access the full standard for free.  Managed to download the contents and a summary of the standard only.


	· Code of practice
	Duty Holder requirements

How to manage work health and safety risks Code of Practice 2011 (Qld) states that the WHS Act and Regulation require persons who have duty to ensure health and safety to manage risks by eliminating health and safety risks so far as is reasonably practicable, and if it is not reasonably practicable to do so, to minimise those risks so far as is reasonably practicable.

On PCBUs it includes duties to manage risks if they:
· Engage workers to undertake work for them
· Direct or influence work carried out by workers
· May put others at risk from the conduct of their business or undertaking
· Manage or control the workplace, fixtures, fittings or plant at the workplace
· Design, manufacture, import or supply plant, substances or structures for use at a workplace
· Install, construct or commission plant or structures at a workplace.

Regarding Officers’ duties – (Office eg: Company Directors), it says they must exercise due diligence to ensure the business or undertaking complies with the WHS Act and Regulation, including taking reasonable steps to:
· Gain an understanding of the hazards and risks associated with the operations of the business or undertaking; and
· Ensure the business or undertaking has and uses appropriate resources and processes to eliminate or minimise risks to health and safety.

It also points out that a person can have more than one duty and more than one person can have the same duty at the same time.

Consultation

The code refers to sections 47 and 48 of the Act, which respectively refer to requirements for consultation, so far as is reasonably practicable, with workers who carry out works for you and who are directly affected by a work health and safety matter; and consultation with any workers’ representatives.  It describes:

· Consultation as involving sharing of information, giving workers a reasonable opportunity to express views and considering those views when making decisions about health and safety matters.
· That consultation with workers and H&S representatives is required at each step of the risk management process.  It suggests that you are more likely to identify all hazards and effective controls, by drawing on the experience, knowledge and ideas of your workers.
· That you should encourage workers to report any hazards and health and safety issues immediately to enable risk management before an incident occurs.
· If you have a health and safety committee, that you should engage them in the risk management process too.

The code also refers to Section 46 of the Act which requires consultation, co-operation and co-ordination with other persons who have a WHS duty in relation to the same matter, so far as is reasonably practicable.   It explains:
· That sometimes you may share responsibility for a health and safety matter with other businesses that may be involved in the same activities or that share the workplace and you must discuss the associated hazards, risks and controls with them.
· Not to assume that others are taking care of a health and safety matter and to find out who is doing what and work together with other duty holders in a co-operative and co-ordinated manner, so that all risks are eliminated or minimised as far as is reasonably practicable;
· You should communicate our safety requirements and policies when entering into a contract, review the job to be undertaken, discuss any safety issues that may arise and how they will be managed; and
· You cannot transfer your responsibilities to another.

The Code also offers information that should be included in WHSMS with regard to:
· Risk Management Process, including:
· Hazard identification
· Risk Assessment
· Controlling Risks
· Reviewing Controls; and
· Keeping Records.



	· Guidance material
	SafeWork Guidance material:
Managing the risks of working in heat

The guide refers to the Act and Regulations and describes who has legal duties under the WHS law as follows:
· PCBU, so far as is reasonably practicable must:
· WHS Act s 19 - Ensure workers, including volunteers and other people are not exposed to health and safety risks as a result of the business or undertaking;
· Manage health and safety risks by eliminating or minimising them;
· WHS Act s49 - Consult workers when:
· Identifying hazards and assessing risks to health and safety arising from work undertaken by the business or undertaking;
· Making decisions about methods to eliminate or minimise those risks;
· Making decisions re the adequacy of facilities for the welfare of workers; and
· Monitoring conditions at any workplace under management or control of the PCBU.
· WHS Act s22-26:  Designers, manufacturers, importers, suppliers or installers of plant or structures, ensure, so far as is reasonably practicable:
· That buildings, plant and equipment are designed, manufactured, imported, supplied and installed so as not to expose people to risks to health and safety; and
· To provide users with information about purpose, test results and how to use it safely.

· WHS Act s27 – Officers (eg: Company Directors) must exercise due diligence to ensure the business or undertaking remains compliant with the WHS Act and Regulations, including taking reasonable steps to ensure the business or undertaking has and uses appropriate resources and processes to eliminate or minimise risks to health and safety.
· WHS Act s28 – Workers:  Must take reasonable care for their own health and safety and not adversely affect the health and safety of others.  Workers must comply with reasonable instruction and co-operate with any reasonable policy or procedure relating to health and safety at the workplace that has been notified to them.
· WHS Act s29 – Other Persons at the Workplace:  Must take reasonable care for their own health and safety and not to adversely affect others’ health and safety.  Other persons at the workplace must comply, so far as is reasonably able, with reasonable instructions.

Consultation
The Guide advises that you must consult your workers and their representatives (if any) when deciding how to manage risks of working in heat.  
Where there is more than one business or undertaking at your workplace, you must consult each one to ascertain who is doing what and work together so risks are eliminated or minimised, so far as is reasonably practicable.

Reference to the Work Health and Safety Consultation, Co-operation and Co-ordination Code of Practice is given in the guide.







	Outcome for Activity 1
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	(g) 

	Explain your involvement, as a workgroup supervisor, with incorporating the following policy areas into your organisation’s WHSMS:
10. Injury management 
11. Return-to-work 

In particular, explain how you would:
· Contribute to the planning, development and promotion of these documents.
· Seek the contribution and support of others in the planning, development and promotion of these documents. 
· Apply these documents to your own and others’ work areas and job roles.
· Communicate to others about the importance and application of these documents.
12. List the benefits to the organisation having these policies as part of the WHSMS.
13. What support documentation may be referred to by individuals/parties for more information? 




	Injury management policy

	Contributing to planning, development and promotion

	· Initially, I would check TLCC Safety Management Plan for procedures, processes, information and any referenced resources, to ensure I cover the  company policy objectives and processes.  
· Ensure training is given to all workers, ensure the information is accessible to all workers and make them aware of where they can review our company safety management plan.  
· I would ensure that Site Specific Induction training has been done by all my workers to cover any site specific injury management requirements, first aid facility location, emergency procedures, etc.
· I would ensure the site first aider/s’ contact details, nearest med centre and hospital is advertised and readily available to all workers.
· I would carry out emergency drills and training to ensure all workers know what to do in an emergency
· I would ensure the workers have access to first aider and first aid kit.
· I would ensure the health and safety of workers and conditions at the workplace are monitored for the purpose of preventing illness or injury of workers or others arising from the conduct of the workgroup (by supervision, checking on SWMS controls being followed; checking for hazards not already identified and actioned and risk assessing and placing controls in place for them.).
· I would also ensure company policies are placed on site notice board and/or in an area the workers frequent (Site container, Site office and/or crib room).


	Seek contribution and support in planning, development and promotion

	· I would get my workgroup to conduct drills at regular intervals and if warranted to tailor injury management procedure to our workgroup or site needs.  Any changes could be documented in our SWMS for relative works and added to site specific induction training.
· I would ask the Safety person to conduct relative training and resources – hard copies of policy and procedures to place around site and toolbox training.
· I would encourage my workers to regularly review injury management policy and procedures and to discuss with other workers
· I would encourage my workers to state any ideas for improvement of the current procedures and ensure these ideas are reported to Safety Person for consideration, evaluation and any improvement actions.
· I would get my workers to actively participate in the procedures (ie:  posting notifications, plans, policies; updating SWMS and training to other workers; etc)


	Apply policy/WHSMS

	· If a persons is injured, I would:
· Follow our SWMS and organizational incident procedure steps including: ensuring the area is safe before proceeding; administering first aid to any injured parties; evaluating the injured person’s condition; calling emergency services if warranted; evacuate site if required; alerting the site supervisor; reporting to my Project Manager and Safety Person;
· Ensure Safety Person is aware of any WorkCover claim so it can be managed and which hospital or medical clinic the injured person has gone to; 
· If the injury requires medical attention other than minor first aid treatment, I would call an ambulance (if warranted) or arrange for the injured person to be transported to the nearest hospital or medical centre. I would remind the injured person and/or the person transporting them re WorkCover Claim form to be completed (normally the medical professional will sort but not always);
· If warranted, I would notify the person’s next of kin;
· If a reportable incident, I would advise Safety Person and/or Director so they can notify the Regulator; and
· Submit written incident report.
· I would ensure the workgroup discuss injury management in relation to our works and get them, where applicable, to adjust the SWMS for relative works accordingly
· Toolbox the incident to the workgroup, along with actions and discussion on how incident could have been avoided.  Document any suggestions and pass onto Safety Person to be considered for any preventative or improvement actions.


	Communicate policy/WHSMS

	· Train workers in the worth and purpose of our WHS Policy and WHSMS:  Explain that is put into place to prevent and minimise ill health and injuries; and that it documents procedures for incidents and injury management.  Explain that the information is based on best practice for the organization and that learning and following it may save a life; prevent deterioration of an injured worker; prevent a recurrence of a similar incident; and/or ensure financial support for the injured person and their family. 
· Advise workers on the timeliness of WorkCover claims and that claims may be rejected or result in reduced benefits if not followed.
· Advise workers where they can find relative documents and encourage them to read the relevant sections.
· Give advice on any other relative resources they can access.

Benefits:
· Continual improvement of the WHSMS through any identified preventative actions;
· Best practice injury management by promoting training and having a documented system that can be easily followed and referenced;
· Better staff morale with open, 2-way communications; and system understanding;
· Better chance of workers adhering to ethical concerns, legislative and other requirements;
· System that promotes health and safety of it’s employees and reduces workplace illness and injury;
· Minimizing costs associated with workplace accidents;
· To improve financial performance;
· Documented commitment from top management to health and safety of workers.
· Industrial relations considerations
· To demonstrate they are systematically controlling the risks to all persons affected by the organization’s activities, products or services - internally and externally.

Support Documentation references:

· Organisation’s Safety Management Plan and Policy
· Organisation’s General Induction Booklet
· Work Cover and WorkSafe Websites – to search for information and legislation
· Emergency Evacuation Plan
· First Aid and Nearest Medical facilities signage






	Return-to-work policy

	Contributing to planning, development and promotion

	· Initially, I would refer to TLCC Safety Management Plan to ensure I am familiar with the current procedures, policy and processes;
· I would check that my work group have received training and know which resources include information and where to locate them and where to find contact details for our organisation’s Rehabilitation and Return to Work Coordinator;
· If a worker in my group is injured, I would advise the Rehabilitation and Return to Work Coordinator; 
· I would assist by consulting with the injured worker to identify suitable duties and offering the Rehabilitation and Return to Work Coordinator (RTWC) examples of suitable duties and of implementing them;
· I would accommodate any meetings required – ie: RTWC with the worker;
· I would ensure the injured worker understands and agrees to the plan and which duties they will be restricted to; 
· I would let the rest of the crew know about the restrictions and to offer support and assistance as required to the injured worker;
· I would ask for regular feedback on how the plan is working, progress and any areas that need to be reviewed and/or addressed;
· I would sign the Suitable Duties plan and monitor the worker to ensure the worker is adhering to the restrictions and that none of the allocated duties are causing any signs of injury deterioration; and
· I would report on any issues, feedback or other relative information.


	Seek contribution and support in planning, development and promotion

	· I would consult TLCC HR section and the RTWC for advice and resources.
· Consult with the injured worker for feedback and suggestions;
· I would  ensure the injured worker understands responsibilities under the Suitable Duties Plan and follows the restrictions therein;
· Ensure medical clearances and information from the medical specialist are forwarded to the RTWC;
· Ask the work group to support the suitable duties plan and to provide any relevant feedback; and
· Ask the work group to support and encourage the injured worker.

 

	Apply policy/WHSMS

	If someone in my work group has been injured, I would refer to and follow the Policy and any processes, procedures and information included in the TLCC Safety Management Plan.  I would also seek advice from the Rehabilitation and Return to Work Coordinator and consult with the injured person.  Steps I would take include: 
· Report the injury to the Rehabilitation and Return to Work Coordinator and request a suitable duties plan to be issued where applicable;
· Assist the Coordinator in identifying and co-ordinating suitable duties for workers that have been cleared by a medical professional to return to work;
· Adjust workplace procedures and rosters to enable successful implementation of any suitable duties plan;
· Monitor the injured worker’s progress in relation to suitable duties, arrange any changes to the plan in consultation with the worker, Rehabilitation and Return to Work Coordinator, and relevant medical professional; and
· Offer support and encouragement to any injured worker.
· Ensure the injured worker has contact for Rehabilitation and Return to Work Coordinator;
· Ensure the injured worker has a clear understanding of their responsibility to sticking to a suitable duties plan; and
· Let other workers in the workgroup know if any restrictions apply, and ask them to offer encouragement and understanding to the injured worker. 


	Communicate policy/WHSMS

	· Train workers that WHSMS is put into place to prevent and minimise ill health and injuries; and that it documents procedures for incidents and injury management.  Explain that the information is based on best practice and that learning and following it may save a life; prevent deterioration of an injured worker; prevent a recurrence of a similar incident; and/or ensure financial support for the injured person and their family. 
· Advise workers on the timeliness of WorkCover claims and that claims may be rejected or result in reduced benefits if not followed.
· Go through the Suitable Duties Plan with the injured worker and ensure it is understood and that worker is able to meet the plan reasonably.
· Offer any references to relevant resources and advise where TLCC procedures can be found.

Benefits:
· Best chance of total recovery for the injured worker;
· Faster recovery and return to normal duties with cost saving to company; and
· Documented and authorised plan for future reference.

Support Document References:
· Organisation’s Safety Management Plan and Policy
· Organisation’s General Induction Booklet
· Work Cover and WorkSafe Websites – to search for information and legislation






	Outcome for Activity 2
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	(h) 

	You are required, as a workgroup supervisor, to contribute to evaluating WHS performance for the following areas:
14. Compliance with WHS legislation
15. Incident investigation

Explain how you would:
· Contribute to measurement and evaluation of these areas.
16. What information and data will you collect?
17. What positive performance indicators will you use to provide a valid and reliable measure of performance?
18. When collecting records, how will legislative requirements be considered (e.g. privacy, anti-discrimination)
· Communicate and explain measurement and evaluation of WHS performance to others. 
· Facilitate others’ contributions to measure and evaluate WHS performance. Be sure to consider timely collation of feedback.
· For each area, provide one (1) example of a limitation that might exist in the WHSMS (or a possible negative effect of the WHSMS on WHS) that could be identified through the evaluation. Provide suggestions to remove such barriers.




	Compliance with WHS legislation

	Contribute to evaluation

	I would initially refer to our Safety Management Plan to check on Measurement and Evaluation processes, guidance, KPIs, Analysis and any existing forms that can be used to monitor compliance with WHS legislation.  I would also refer to the WHS legislation.

The type of information I would collect would be relevant to the works my workgroup is carrying out in landscape construction.   If no checklist was available (in reality, there is a site inspection check, audit procedure and Company Safety KPIs available in the IMS at TLCC.  However, I will create my own to suit the workgroup I hypothetically have.), I could create my own, including KPIs and cover checks on WHS legislative requirements as follows:

	Site WHS Legislation Compliance Assessment
Site ID:
Date of Check:
Workgroup supervisor (Print name):

Notes on collection of evidence:  
Re Privacy - where possible respect privacy laws by providing “sited evidence” notes rather than providing evidence showing personal details (ie: State “Current Driver Licence sighted” rather than provide photo of Driver Licence showing DOB, address and other personal details).   Where possible, refer to worker roles in preference to personal details.

Re Anti-discrimination - where possible avoid discrimination of any individuals by referring to their roles rather than names and any personal details.

Re Legislative Requirements - SMP can be used as guide for Legislative requirements, and/or relative Act, Regs, Codes of practice and/or Standards may be referenced (see references section in SMP if more information is required).





	
	

	Check
Ref
	Check Type
	Data type/Form References
	KPI
	KPI Met Yes/ No/ N/A
	Supporting Evidence
	Comments
	CAR
	CAR close out date

	1.1
	SMP, Safety Policy available on site
	SMP & WHSP-001 Safety Policy
	Current SMP & Policy are accessible on site
	
	Photo showing docs, including revision no.
	
	
	

	1.2
	Any special conditions listed in Project SMP
	SMP Section 2 – Project specific information; Permits, Approvals, etc requirements in specs or client docs.
	If applicable –they are being followed
	
	Photo of Special conditions in SMP and proof of compliance.
	Describe the conditions
	
	

	1.3
	Site inductions
	SMP, Site Induction Document
	Random Site induction selected and completed 
	
	Photo of induction record and evidence of training and signed by trainer and trainee.
	Check SMP re any special conditions that need to be covered in induction and check they were addressed and noted on the induction form.
	
	

	1.4
	Daily prestart/risk assessment checks
	WHSEF-022
	Form has been completed for the day
	
	Photo of prestart doc, including sign page and any notes/checks
	
	
	

	2.2
	Project Risk Assessment
	WHSEF-055
	Copy on site and identified hazards have been addressed
	
	Photo of Risk Assessment and photo of eg of random hazard conditions met (SWMS, SWP, etc)
	
	
	

	2.3
	High Risk Activities
	SWMS
	High risk activities are covered by SWMS and training page signed by workers and controls followed
	
	Pick at least one activity and photograph evidence of SWMS training page signed by all workers.  Where possible provide pic showing compliance to control/s.
	
	
	

	2.4
	High Risk Activities Licencing / training requirements
	SWMS and training register and Site inductions 
	SWMS/high risk activity  training requirements met for randomly selected worker (ie:  bobcat operator has high risk LS licence/training, VOC and/or other training/ competency evidence)
	
	Photo of relative licence. Ticket or competency and show page where SWMS indicates relative training needs
	
	
	

	2.5
	SDS Register & SDS 
	SDS Register & SDS’
	Register is on site and Randomly selected material has SDS available.
If hazardous chemical a risk assessment is also provided.
	
	Photo of product being used on site, relative SDS and Risk Assessment if Hazchem
	
	
	

	2.6
	SDS Controls met
	Select SDS of material being used on site, including Risk assessment if a hazardous chemical.
	If applicable, PPE and other controls in SDS and/or SDS risk assessment are being implemented
	
	Photo of material being used in accordance with SDS controls; photo of SDS usage recommendations and/or references and statement of compliance.
	
	
	

	2.7
	Permit to Work for high risk activities
	SMP resource; Permits, Site Principal Contractor Requirements
	If applicable, Permits to Work have been issued for high risk works
	
	Photo of completed permit and check notes or other evidence that conditions of permit were followed
	List any works that require permits ex Principal Contractor induction and as per legislation (requirements listed in SMP)
	
	

	3.1
	Electrical Equipment Testing
	Equipment register and equipment tags
	Electrical equipment used on site has been tested within 3 months by a competent person.
	
	Photo of equipment register showing last test is within 3 months and of equipment tag.  Source or reference testing certificate, indicating tester.
	
	
	

	3.2
	First aider & kit
	First aider & facility  signage; kit; and Code of Practice 
	Signage on site giving first aider and facility information.  Kit has been checked within last year, contains no expired items and meets Code of Practice recommendations.
	
	Photos of signage at site showing first aider contact details and location of facility.  Photo of any kit check evidence.
	Check Code of Practice requirements for type of kit for number of workers.
	
	

	3.3
	Fire Extinguishers
	Equipment register, Extinguisher units and tags and relevant Standards; and SMP
	Extinguishers all tagged to show they have been checked within 6 months.  Also date of manufacture does not exceed 5 years (or 3 years for vehicle/plant units) as per Standards
	
	Photo of extinguisher including compliant tag.
	Check also SMP re site extinguisher requirements and that they note whether they have been met.
	
	

	4.1
	Public Safety
	SMP resource
	Precautions have been taken to keep the public safe from hazards due to our works and with relevant signage
	
	Perimeter fencing/security photo; photo of Construction site Signage with contact details is displayed on perimeter and warning re hazards
	
	
	

	4.2
	Complaints
	SMP; Check with Site supervisor
	If applicable – reporting and other requirements were met
	
	Photo or other evidence showing complaint was reported and dealt with compliantly
	
	
	

	5.1
	Emergency Evacuation Plan
	SMP Resource; Signage and Site induction training records
	Emergency Evac Plan and muster point signage are displayed on site and trained at site inductions
	
	Photos of relevant signage and inclusion in induction training.
	
	
	

	5.2
	Emergency Evacuation Drill has been planned or executed for site
	Training register and/or drill docs; also check frequency of drills as per SMP
	Drills carried out at least every 6 months as per SMP
	
	Photo of drill register or drill document or other evidence showing drill has been executed or planned as per SMP
	
	
	

	5.3
	Incident Reporting
	Incident Register, HOIN reports, SMP
	Register, Reports and any investigations completed for incidents as per SMP 
	
	Photo of register; any reports and supporting notes if necessary.  Follow up with office to ensure reporting has been followed through and actions closed out.
	Check that all incidents have been reported as per SMP.
	
	

	5.4
	Rehab management
	HOIN reports, Suitable duties plans (SDP)
	If applicable – meets SDP requirements and process was followed
	
	Photo of SDP, Interview injured worker to ensure plan was provided, discussed and suitable duties met.
	May need to refer to Rehabilitation and Return to Work Officer for more information and confirmation.
	
	

	6.1
	Site Audits / checks
	Audit or Review evidence, Forms
	If carried out – process and any relative CARS were reported to workgroup.  Also evidence of a CAR being closed out.
	
	Email or other evidence to show notification and expected CARS.  Photo of CAR close out/compliance
	
	
	

	7.1
	Consultation
	SWMS, Worker advise, SMP
	Evidence of Consultation re SWMS completion exists
	
	Record of conversation with worker re relative works SWMS involvement and/or SWMS page showing that worker contributed to the development of the SWMS.
	
	
	

	7.2
	Consultation – Safety Reps – training and consultation
	SMP
	Where Applicable – evidence exists to show training of safety reps on site and participation in safety items; meetings; or other.
	
	Photos or other evidence (ie:  meeting minutes, training records, evidence of participation, representation or contribution
	
	
	

	7.3
	Sub Contractor Prequalification
	SMP and SC prequal docs and checks
	SC SWMS, ticket/licence requirements and insurances have been reviewed and are compliant
	
	Where applicable - Select at least one SC worker and check that all requirements have been met.  Make notes if necessary or take photos of docs and/or seek evidence from Construction office (SC register or prequel docs & tickets, etc)
	
	
	

	
	
	
	
	
	
	
	
	



For all “No” answers in the “KPI met” column, a follow up process would need to be established to fix, recommend improvements to the system to avoid similar future non-compliances and close out actions/dates would need to be recorded to ensure compliancy.

The evaluation process could be divided into sub-sections (ie: Equipment checks, Prelim checks, etc) or treated as a whole and gauged by compliance or non-compliance to the KPIs.  Any contributory factors; reasons; and/or justifications for non-compliance could also be taken into account and included in the evidence.



	Communicate and explain evaluation

	I would submit a report that would include:
· Introduction and scope of the exercise
· Resources 
· Consultation details
· Methodology and Plan
· Legislative and Management plan requirements
· Positive performance indicators 
· Results 
· Summary, findings and evaluation of the evidence
· Identified issues, limitations, negative effects
· Positive findings – Ie:  processes that worked well, etc
· Suggestions for improvement 
· Attachments / supporting evidence

I would provide report to relative stakeholders.

I would also, toolbox findings to my workgroup (and/or request HSQ Advisor to toolbox to all company workgroups), follow up on any identified CAR close outs.

	Facilitate others’ contributions

	I would discuss and seek feedback from workers, to assess their understanding of compliance to safety legislation and our SMP.  Their experience, knowledge and ideas would provide first-hand, practical information and results would give a fair indication of compliance in their work practices. With evidence provided within my work group, I would toolbox findings and give acknowledgement within my reporting process and toolbox talk for their contributions and co-operation.

Where external evidence is required, I would advise by email (or phone and email confirmation) and explain the purpose of the collection of evidence.
I would follow up on external evidence provided (ie: from Principal Contractor, office and other parties) – acknowledging their input, advise how it contributed to the exercise and thank them for their co-operation.  

I would supply results and any CAR close out details to Safety section at TLCC, Principal Contractor, client, subcontractors, workgroup and any other stakeholders that may benefit from the audit results.

	Example of a limitation or negative effect

	Possible Negative Effects:  Checks may uncover grey areas in SMP requirements and/or uncover non-compliance by workers or other parties.  These could be addressed by offering CARs and recommendations towards continual systems’ improvement.   Any suggestions should be made in a way that does not allow the non-conformance, but does not lay blame and encourages conformance and systems’ improvements towards compliance.  

For each of the items on the Site WHS Legislation Compliance Assessment (above), limitations or negative effects could include the following respective examples:

1.1 [bookmark: _GoBack]SMP & Safety Policy available on site – Possible limitation could be that site does not have a document register showing the current revisions of documents – would need to check with document control and Contract administrators to check currency of site documents.

1.2 & 1.3 Special conditions & Site Inductions – Possible limitation could be that Principal Contractor generally does site specific inductions and may not include our special conditions in their induction training.  Solution could be to email all subcontractors and ensure training is provided to all workers.  Would also be good to advise Principal contractor so they are aware also.  Long term preventative action could be to amend the SMP to include such a scenario and to tool box all TLCC workers so they are aware of the possible conflict.

1.3 Daily prestart/risk assessment checks – no known limitations or negative effects unless the form has not been completed and/or signed – Principal Contractor would have completed a prestart and Workgroup may have thought they would not need to complete one also.  If this occurred, toolbox training should be implemented to make all aware that your work area should be checked for new hazards, risk assessed and controls put into place if applicable.  Also prestart for workgroup related works is strongly advised.

2.2  Project Risk Assessment – Limitation of this document would be that it was done prior to works commencing and would possibly not include all hazards and some hazards identified on it may not apply anymore as they may have been eliminated.

2.3 High Risk Activities – Limitation to this KPI could be that no high risk activities are being conducted at the time of the check.

2.4 High Risk Activities licencing / training requirements – limitation as per 2.3.

2.5 SDS Register & SDS – possible limitation to this could be that TLCC does a general SDS register and supplies general SDS’s and risk assessments to all site supervisors that cover the materials generally used on site.  Some chemicals on site may not be included on the register.  In this case, SDS should have been obtained from the supplier and added to the register.  Current WHSM plan specifies that all SDS should be on site, but does not specify that where a new product is purchased for use on site, that the SDS should be added to the register.  Could request that Safety amend the WHSM plan accordingly.

2.6 SDS Controls met – possible limitations could be that PPE or other control as per the SDS and hazchem risk assessment if applicable, were not readily available on site and the workers may have used the material without the proper precautions.  Solution could be to ensure items required are available for any materials being used on site.

2.7  PTW for high risk activities – limitation to this KPI could be that no High Risk Activities are currently being undertaken on site.

3.1 Electrical Equipment Testing – limitation to this KPI could be that some electrical tools on site may not have had checks done within 3 months, but worker claims the tool has not been used on this project.  Should the tool be off site if not Tested or is it ok to have the electrical tool on site (possibly in the work container or in the back of a work ute)?  Workers may be tempted to use the tool if no warning on it.  Possible solution would be to get Safety to amend WHSM Plan to tag tools “out of service - due for Test and Tag”, if on site, to alert others not to use the tool until it is tested.  The plan covers it in Tag out section but does not specify in the Electrical Test and Tag section.

3.2 First aider & kit – Possible limitation to this would be that the Principal Contractor would be responsible for site first aid signage.  TLCC have first aid kits in all their vehicles and with a sticker on the vehicle to indicate where the kit is and its presence; and all supervisors and 2IC’s are trained first aiders.  If the Principal Contractor does not have signage, we could let them know that it is a requirement and follow up on compliancy.

3.3 Fire extinguishers – as per 3.2, possible limitation would be that Principal contractor must make provision for this item.  TLCC have them in all vehicles and work containers and they are normally checked at six month intervals.  

 4.1 Public Safety – The requirements listed are Principal Contractor responsibilities.   However, if a hazard was identified, we would make the area safe and/or bring it to the Principal Contractor’s attention.

5.1 Emergency Evacuation Plan – Normally Principal Contractor would address this.  However, if no plan or signage in place, work group could have own plan and let Principal Contractor know of their responsibility.

5.2 Emergency Evacuation Drill has been planned or executed for site.   Limitation to this could be that normally it would fall on Principal contractor to do this.  However, if our plan shows Drills to be carried out more frequently than that of the Principal Contractor (PC), we could let PC know and carry out our own drills.

5.3 Incident Reporting – Negative effect could include that no register is kept on site.  Could request change to WHSM Plan to make up a register for on site.  TLCC currently keep all HOINs on an electronic register at the office.   However, the Principal Contractor could possibly have a register on site and this would suffice, provided all our HOINs were reported as per our IMS procedure and reporting process.

5.4 Rehab management – Possible limitation to this could be that the medical professional has not yet signed the SDP.  Solution would be to contact the Rehabilitation and Return to Work Officer to follow up on or to supply the Work Cover Certificate completed by the medical professional and check that it conforms with the SDP restrictions.

6.1 Site Audit / checks – Limitation to this could be that another stakeholder has completed the audit and has maybe not provided the check documents and any CAR details to site.  This could be requested if it is known that the audit took place.

7.1 Consultation – Possible limitation to this could be that any instances may have been recorded on a document that has been handed into the office.  Solution would be to get the document scan from the office if this is the case.   
A negative effect could be that SWMS were amended to suit a new identified hazard, but the hazard and controls were not trained to all workers.   Solution would be to train all workers and get them all to resign the SWMS to acknowledge they have retrained.

7.2  Consultation – Safety Reps – training and consultation – TLCC currently don’t have Safety Representatives.  However, if it did, a negative effect could be that the rep did not have training as per the legislation.  Solution would be to advise Safety Advisor and make arrangements for the rep to get training.

7.3 Sub-contractor prequalification – Negative effect could be that the sub-contractor checked may have got past the prequalification requirements without being detected.  Solution would be to complete HOIN report and submit it to office and have the prequalification completed asap.







	Incident investigation

	Contribute to evaluation

	I would initially check if a plan or checklist existed for the exercise.  If yes, I would follow it and if not, I would create one and include the following checks:
· Safety Management Plan (SMP) to check on Measurement and Evaluation processes or procedures;
· SMP to check on current Incident Investigation procedures and/or other relative information;
· Existing KPIs, if any, that relate to incident investigation; 
· Analysis and any existing forms that can be used to monitor compliance with WHS legislation and our SMP, with regard to Incident Investigation; and
· Refer to the WHS legislation to check on legal requirements for Incident Investigation to compare to our SMP and ensure we have covered each legal requirement;
· Check other relative legislation (ie:  Privacy Act) to see that our processes and procedures are compliant and that we have signed personal information waiver forms or contractual arrangements to cover for any information that may need to be shared with others or received from others if necessary (ie: a waiver signed by an injured person to obtain medical details from a medical professional).
· Check relative Code of Practice for practical information and best practice with relation to Incident Investigation.

Once all this information is available, I would list a suitable KPI for each item based on the current legislation requirements and other information gathered and check to see any Incident investigations that have been carried out on site meet their requirements or not.

Site information, that I would collect would include all documents regarding incident investigation, including relevant:
· SMP and Policies
· Incident reports
· Statements,
· Photos
· Investigation report
· Incident Summary report
· Site Plans and Policies
· Site drawings – marked up re incidents
· Site induction records
· Training / Toolbox records
· Incident register
· SWMS
· WMS or SOPs
· Work Permits
· Risk assessments
· Evidence of Corrective and Preventative Actions
· Evidence of close out of CARs
· Evidence of Review of Preventative Actions
· Evidence of Consultation with workers
· Any other related documents

I would also discuss incidents with the workers and get feedback which may indicate their understanding and/or lack of understanding of the process, outcomes and whether the preventative measures were appropriate, useful and practicable in their works.  Their opinions on the processes and any suggestions for improvement would be useful information also.  

Positive Performance Indicators would include:

· Compliance with legislative requirements
· Compliance with TLCC SMP and IMS procedures and processes
· Evidence of Satisfactory close out of CARs
· Evidence to show that the processes used show that continuous improvement and preventative actions have successfully prevented a similar incident from recurring.
· Evidence that consultation with the workers took place
· Evidence that the correct records were completed, kept, in the correct place and order – as per SMP requirements
· Evidence that the records kept, demonstrated:
· How decisions about controlling risks were made
· That effective training took place
· Identified legislative and business requirements; and standard operating procedures and showed they were being met
· Who was consulted
· Plans and changes made were relative and effective.


	Communicate and explain evaluation

	I would submit a report that would include:
· Introduction and scope of the exercise
· Resources 
· Consultation details
· Methodology and Plan
· Legislative and Management plan requirements
· Positive performance indicators 
· Results - Summary, findings and evaluation of the evidence
· Identified issues, limitations, negative effects
· Positive findings – Ie:  processes that were effective
· Suggestions for improvement 
· Attachments / supporting evidence

I would provide copy of the report to all stakeholders and anyone that would benefit from the results.

I would also, toolbox findings to my workgroup (and/or request HSQ Advisor to toolbox to all company workgroups if it could benefit other workgroups) and follow up on any identified CAR close outs.

	Facilitate others’ contributions

	Related discussions with workers and their opinions would be recorded, evaluated and included in my findings.  This would offer an excellent measure of whether the investigation process was effective, useful and fit for purpose.

Principal Contractor and other workgroups on site may be able to offer useful information and feedback on investigations that may have involved them or where an investigation may have  made their workers and workplace safer. 

	Example of a limitation or negative effect

	The exercise would probably uncover some limitations or negative effects and could include:
· System weaknesses – for example: A set process for this type of evaluation may not be available and so if I was left to devise my own process it may be difficult to compare results to other workgroup findings and I may miss important aspects.  
A solution may be to design a template with set positive indicators and a systematic approach to measuring and evaluating the effectiveness and performance of Incident Investigations for all workgroups to use.  
· That Standard Operating Procedures were not followed. 
A possible solution would be to provide relative training and feedback process to teach and get feedback on level of understanding of the topic.
· Identified CARs were not closed out or they were and the close out information was not recorded.
Possible solution would be to suggest all identified CARs are added to a register (maybe the HOIN register), where they would be followed up on until actioned, evidence provided and closed out.
· Incident investigation records & review may indicate that consultation with workers did not take place and their feedback was not identified and used in the process.
Solution would be to carry out the consultation, get workers feedback and suggestions and amend the investigation accordingly.  Preventative action could be to include a section in the investigation report template for this purpose so that it isn’t overlooked and also to train re the value of consultation with workers and review of controls put into place with the workers. 





	Outcome for Activity 3
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	(i) 

	You are required, as a workgroup supervisor, to contribute to reviewing and improvement of WHS performance for the following areas:
19. Compliance with WHS legislation
20. Incident investigation

Explain how you would:
· Contribute to review and improvement of these areas. 
21. In developing a WHS improvement action plan, what must you consider?
· Communicate and explain to others the review of the WHSMS and improvement planning process. 
· Facilitate others’ contributions to review and plan improvements of the WHSMS. Be sure to consider timely collation of feedback. 




	Compliance with WHS legislation

	Contribute to review and improvement

	Initially, I would check the Company management System for a system or cycle that I could follow to carry out the exercise.

The Quality Management Plan has a PDCA plan that included the following elements:
Plan: Establish the system and process objectives and resources needed to deliver results as per customer requirements and organisational policies; and identify and address risks and opportunities. 
Do:  implement what has been planned. 
Check:  Monitor and measure processes and the resulting products and services (as applicable), against policies, objectives, requirements and planned activities and report the results. 
Act:  Take actions to improve performance as required.
I would incorporate these elements into my process.

I would devise a plan, including:
· Scope and aim of the exercise – Review and improve WHS performance in my workgroup with relation to Compliance with WHS Legislation
· Establish WHS legislation applicable to my workgroup & positive performance Indicators (PPI)– including:
· Safety Policy – PPIs could include that workers questioned know of the policy and what it is about and where to find it.
· SMP – PPIs could include that workers questioned know of the plan, it’s purpose and where to find it.
· SWMS – PPIs could include workers signed onto, workers understand, workers are following controls
· PPE – PPIs could be that workers are wearing minimum PPE as per the signage at the site and requirements of their SWMS
· First Aid – PPI could be that workers know where the nearest first aid facility is and who is the trained first aider on site
· Emergency Evacuation and procedures – PPI could be that signage is displayed on site and workers follow the correct procedure during a drill exercise
· Duties – PPI could be that workers know their duty of care and responsibilities 
· HOIN reporting – PPIs could be that all workers are aware of the reporting procedures. what type of incidents are notifiable, who to report to and frequency of reporting
· Incident Investigation – PPI could be that workers know which form/s must be completed in the event of an incident and where to find it.
· Workers’ compensation and Rehabilitation – PPIs could include Workers and supervisor understand their roles
· Risk Management – PPI could be that workers know the steps to carry out in risk management (Hazard ID, Assess risks, Put controls in place, Review the Controls.)
· Consultation, co-operation and co-ordination – PPI Could be that workers know to share information and where they can access information or that they could effectively relate an existing hazard to the workgroup.
· Training and induction – PPI could be that all workers have General Construction Industry Safety Induction (Blue or white card or equivalent) and all have completed the Site Specific Induction training.
· How I will gather and record my findings to show level of understanding and compliance to WHS and any identified weaknesses – I would use existing checklists or create my own to suit.
· Identify any training weaknesses which may be caused by language barriers or other challenges
· Gather any external advice and suggestions towards compliance with WHS legislation – this could include Principal contractor or other work groups on site that have carried out similar exercises.
· Establish and implement improvements to suit the workgroup based on the negative results of the checks and any other items that may have been identified by the workgroup or other means.
· Review the level of understanding to check that improvements are adequate or whether further actions and/or follow ups are required.
· Provide a Summary Report to all stakeholders, including workgroup, other similar workgroups, management, principal contractor, etc.

As part of the exercise I would:

· Establish any weaknesses in my workgroup by checking their level of compliance to legislation with relation to current works.
Indications of non-compliance could include:
· Workers not wearing correct PPE
· Workers not signed onto SWMS and/or daily prestart document
· Workers not following SWMS controls
· Workers not using safe work practices
· Hazards not being identified and controlled
· Workers not following reasonable instructions towards safety
· Feedback from workers indicating they lack awareness of site specific conditions, Emergency procedures, Reporting procedures, Policies and other procedures, their duty of care under the legislation, etc.

· Get feedback from my workgroup on any areas they felt they could benefit by further training or other means of improving WHS performance.  Also, checking on their preferred methods of training and re any learning difficulties may exist (language, hearing or other challenges).

· Provide Training and other learning initiatives to address any identified weaknesses and to measure their effectiveness by: 
· Ensure workers know where SMP and Policies can be located 
· Train on the purpose and relevance of Legislation, SMP and Policies and their value or worth to workers, PCBUs and others
· Display posters with relative information on them
· Introducing topics to Daily prestart talks and toolboxes
· Quizzing workers, verbally and on paper, to identify their level of understanding and to improve their understanding 
· Provide guides and written information flyers
· Stage emergency evacuation drills and other scenarios involving the workgroup
· Involve the workers in the training process, where possible, by getting them to present some of the training


	Communicate and explain review and improvement to others

	I would provide a summary report on the exercise – scope, resources, findings, improvements introduced, effectiveness and/or non-effectiveness of the improvements, results, final review and summary including the worth of the WHSMS and legislation.  

The report would be of use towards:
· Further understanding of compliance and acknowledgement of contributions by workers
· Compliance of WHS legislation in other workgroups
· As confirmation of PCBU Responsibility fulfilment
· Demonstrates Worker and PCBU level of commitment to compliance of WHS legislation
 

	Facilitate others’ contributions

	As part of the task, I would gather and consider opinions, suggestions, findings of similar exercise reports,  check WorkSafe website for any relative articles, guides or case studies and try to use as many useful resources – internal and external as possible from:
· My workgroup
· Other similar workgroups
· My Organisation
· Industry groups 
· Principal Contractor site representative
· Other stakeholders.

These could be facilitated by various means, including:
· Emails
· Verbal discussions
· Research
· Surveys
· Used as comparison and/or resource towards improvements
· Incorporated into my plan and final report.





	Incident investigation

	Contribute to review and improvement

	Initially, I would devise a plan, including:
· Scope and aim of the exercise – To review and improve WHS performance in relation to Incident Investigation in my workgroup
· Establish Incident Investigation requirements (ex Company Safety Management Plan) and resources applicable to my workgroup and identify Positive performance indicators (PPI), including:
· Every incident, injury or near miss must be investigated to determine how it occurred.   PPI – Every HOIN register item has an investigation record.
· Investigation content includes:
· Location  
· Date & time of incident
· Date investigation began
· Names and affiliation of team members
· General nature of the incident
· Facts brought out during the investigation
· Cause and contributory factors
· Recommendations for Corrective and preventative actions; and
· Lessons learned.
PPI – all items included in the investigation reports
·  Timeline of events.  PPI – relative times and respective events logged.
· Each action shall have a responsible person and due and completion dates recorded. PPI- all actions comply.

· How I will gather and record my findings to show level of understanding and performance of Incident investigation and any identified weaknesses:
· I would use a checklist to record above-mentioned criterion and PPIs
· Any PPIs not met for any incidents would indicate a weakness and show non-compliance
· I would also check my workgroup’s working knowledge of the criteria and add the results to the checklist.
· Identify any training weaknesses which may be caused by language barriers or other challenges – these may include diversity, physical impairments, learning difficulties, etc and all should be considered when determining the delivery of methods for improvement.
· Gather any external advice and suggestions relative to Incident Investigation.  This may include other stakeholder or site specific requirements that vary from the Incident Investigation requirements of our company. 
· Establish and implement improvements to suit the workgroup – this would include training in the Incident investigation procedures and focus would be on any weaknesses identified. 
· Review the level of understanding to check that improvements are adequate or whether further actions and/or follow ups are required.  Feedback from workers could indicate that some of them are still unsure of the Incident Investigation procedure or some elements of the process.
· Provide a Summary Report to all stakeholders, including workgroup, other similar workgroups, management, principal contractor, etc.



	Communicate and explain review and improvement to others

	I would supply a report, summarising findings; worth of incident investigations and of records kept; effective (and non-effective) practises towards improvements; any other recommendations, etc; to management, my workgroup and other relative stakeholders. 

	Facilitate others’ contributions

	I would facilitate others’ contributions by word of mouth – discussions, toolbox talks, meetings; and by email – to request relative information or resources.




	Outcome for Activity 4
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	





QUIZ

	QUESTIONS
	CORRECT

	· Which of the following are elements of WHS policy that belong within a WHSMS? Select all that apply.
☒ 	Commitment to comply with relevant WHS legislation
☒ 	Effective rehabilitation management of work injuries and disease
☒ 	Documenting, implementing, maintaining and communicating the WHS policy to all workers
☒ 	Return to work of injured workers

	☐

	· Development, promotion and communication of WHS policy are the responsibility of PCBUs only.
☐ 	True
☒ 	False 

	☐

	· It is best practice to communicate with others in the planning, implementation, evaluation and review of WHSMS.
☒ 	True
☐	False

	☐

	· Which of the following are types of evaluation processes for monitoring WHS performance? Select all that apply.
☒ 	Worker health surveillance
☐	Writing policies and procedures
☒ 	Monitoring effectiveness of risk controls
☒ 	Auditing

	☐

	· The WHS regulator provides which of the following to assist with policy and WHSMS development? Select all that apply. 
☒	Fact sheets on the role of return-to-work practices
☒ 	Fact sheets on what happens when a worker is injured
☒ 	Work Health and Safety Consultation, Co-operation and 
Co-ordination Code of Practice
☒ 	Return to work checklists

	☐

	· When measuring/recording workplace data for WHS evaluation purposes, privacy law does not apply as results must be open to everyone. 
☐	True
☒ 	False

	☐




	Outcome for Quiz
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




PRACTICAL TASK

You are required to have a suitable observer verify your ability to complete the following tasks. These tasks may be simulated or real.

	TASKS
	VERIFIED

	6. Obtain a copy of a WHS policy/Work Health and Safety Management System (WHSMS) to evaluate and review. 
	☐

	7. Evaluate whether the WHS policy/WHSMS reflects legislative requirements for return-to-work and injury management procedures (e.g. duty holder requirements), flagging areas that require modification.
	☐

	8. Explain the outcomes of the evaluation to others and seek their contribution and support when writing updates to WHS policy/WHSMS.
	☐

	9. Present and promote (verbally and electronically) the updated WHS policy/WHSMS components to another worker, explaining (and seeking feedback on) how the new WHS policy/WHSMS is to be implemented by workers.
	☐

	Name of observer
	

	Role of observer 
(Confirm their suitability to sign)
	☐ Trainer/Assessor	
☐ Other (specify): 

	Phone number of observer
	

	Email address of observer
	

	Signature of observer
	
	Date
	Click here to enter a date.
	Comments
	




	Outcome for Practical Task
	☐ Satisfactory 
☐ Not satisfactory

	Trainer/Assessor comments
	




PCBU


Management


Supervisor: Workgroup 1


Supervisor: Workgroup 2


Supervisor: Workgroup 3


Workers


Workers


Workers



























Page 40 of 42	 CSTC Pty Ltd_0699_v1-1_29/01/2016

CSTC Pty Ltd_0699_v1-1_29/01/2016 	Page 39 of 42 
image3.png




image1.jpeg




image2.jpeg




